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How to Create a Closure in CalJOBS

This section provides a step by step guide on how to create a closure in CalJOBS. It
also includes information about when to create a closure and its effects.

Closures are to be created when an agency is done providing services for a participant.
It is important to note that a closure of a participant is NOT the same as an exit. When a
closure for a participant is completed, it will take 90 days for them to receive a soft exit
from the system. In those 90 days, a closure can be deleted if the participant decides
that they want to stay with the agency. A data change request must be submitted to
CalJOBS Tech Support for all closure deletions. A participant can also expand this 90
day period by using the CalJOBS website for self-service activities (i.e. looking for a job
or creating a résumé’). After 90 days from when the closure is created, the participant
will receive a soft exit from the system.

Creating a Closure:

1. After accessing the participant’s case, expand the WIOA application by clicking
on the (+) located to the left of the application. Then, click the new (+) that
appears to further expand the WIOA application. Finally click on the “Create
Closure” link.

* Before a closure can be created, all activities must be closed. A closure
CANNOT be created if an activity is still open.

—_— — Workforce innovation and Opportunity Act (WIOA) Program - 1 Application

o W vation a

LWIA 13 (Complete)
Case Manager Sta®01. Lao
Temp Assigned: None Assigned

Create Participation
Egit Paticipation for WIOA #2234010 Participation Date 10052015
Create Activity
Status Activity / Provider WZ Funding/ Projected Begin Actual Begin Projected End  Actual End
Grant Date Date Date Date
o 412-Objectve Q 301Youth 100515 10/05/15 01111116 10/05/15
| Assessment Succassful
No Provider Completion

Information

g;lgggg ounger You 20a1$ . .
R If the participant already has a

closure, click on the closure to
edit/add information.

Create Outcome
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2. Enter the necessary information as indicated on the form

a. General Information

Complete the General Information section by selecting an office location

and agency code.

General Information

Username: 28833132

Name: Garcia, Francisco

Last service date: 056/28/2015

Exit Date: 06/29/2015

Exit Reason: Soft Exit

LWIA: 13 Los Angeles County Department of Community, and Se
« Office Location: |WIO.F\ - AYE Catholic Charities v|

Agency Code Search: Agency Code Search

Agency Code: [151 |[LAC AYE CATHOLIC CHARITIES ']

Case closure date: 06/29/2015

Reset Closure Date
/ Search “LAO” to get a

Click here to select the Agency

list of agencies. Then
choose the appropriate
agency from the pop-
up window.

You may search for an agency by typing a keyword in blank
below. Click the Search button after you have entergd’a keyword.

LAO hNE LOPE VALLEY WORKFORCE DEV

LAO LA WORKS ESGVC

LAO WEST LA WORKFORCE JVS

LAO HUE CITIES CONSORTIUM

LAD CENTRAL SGV GOODWILL INDUS

LAD SASSFA

LAO SANTA ANITA FAMILY SERVICE ISY D1

LAO LA COUNTY OFFICE OF EDUC D5

LAO AYE CATHOLIC CHARITIES D2

LAO HUB CITIES CONSORTIUM D2

LAO SASSFA ISY

LADQ JEWISH VOCATIONAL SERV NESFV

LAD COMMUNITY CAREER DEV SOUTH LA

LAO AYE CATHOLIC CHARITIES D1

LAO LA COUNTY OFFICE OF EDUC D1
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b. Credentials

If the participant received any credentials (i.e. High School
Diploma/GED, BS Degree), add it to the Credentials section.

Credentials
Credentials associated to this application
Received credential:
@Yes, received credential.
@] Mo, did not receive credential.
« Credential attainment: [ Occupational Skills License hd
Credential other: |Guard card |
«Date credential attained: 052772015 | (mmvddryyyy) B Today
* [ Verify | Scan | Upload | Link | View ]
There is a copy of a credential or appropriate documentation in the case file.

c. Credentials received in enrollment

The following section will automatically populate based on previously
provided information.

Credentials received in enroliment

Activity Credential
Code

416 Occupational Skills certificate or credential
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d. Outcome Information
In the Outcome Information section, complete the appropriate fields that

correspond with the participant’s certificates and degrees. Appropriate
documentation will need to be uploaded where required.

*This section will only appear for youth participants’
closure reports.

QOutcome Information

+Youth — School Status at Exit: [In-school,post High Schoel v

[ Verify | Scan | Upload | Link | View ]
+" School records

+ Attained Diploma, GED/High School Equivalency |Athained a certificate for technical or occupational skills

Diploma or Certificate:

[ Verify | Scan | Upload | Link | View |
Appropriate documentation exists in case management file

Date Attained: 05/27/2015
+Youth Placement at Exit: | Entered post-secondary education v |
Placement Date: 06/29/2015 | (mm/ddlyyyy) B2 Today

[ Verify | Scan | Upload | Link | View |
There is appropriate documentation in the case file.

e. Employment Information

Fill in the Entered Employment field. If the participant found a job, click
the “Add Employer” button.

Employment Information

P+ Entered Employment: Yes v

No employers available.

» [Add Emplover ]
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After clicking the “Add Employer” button, an Add/Edit Employer section will
appear, with two subsections: Employer Information and Job Information.

Complete the appropriate fields and click the save button to add this employer.

*Make sure that the Occupation Code field matches with the participant’s
training activity code if the participant found a job in a training related field.
The first six digits of the occupation code must match to populate “Yes” in
the “Is this considered Training Related Employment?” field.

Emplayer Information

Search Indlvidual Employment Hisd Salect from Intemal Job Ordes/Placement
- Empioyr ams: ———
arity Employer Name: [ Merify | Scan | Upload | Link | View |
oty —
Stata: None Selectad e
County:
Find Zip Code: [UsPE]
+ Country: [Wane Saizctad |
» Induetry Title (MAIC 3): [Ssarch for Industry MAKC § Code]
+ Indueiry H2ICS Code:
+ Indugiry HAICS Description:
+ Primary Employer Contact Name: |:|
+ Primary Employer Contact Phone Numbsr: | | - | | _| | Ext | |
Primary Employer Contact Emall: I:l
|2 thie amplayer a federal contractor? Cives O no
+ Occupation: Salect Oceupation
+ |z thie a gresn Job? Cives O no
o Weros —
oy g —
& Job Start Date: |:| B
Job End Date: :| [E Ocumenty empioyza
Reason for Loavig:
& Job Duties {2500 charactars max):
Some HTML 1age such as embaddad videos are not allawed In fhis k2t box and will ned be saved
[ Zpall Check | Inser Occupationsl Descrgion | Clear Text | Eemave All Formating |
+ Primary Employer (WIOA anly): Cives O No
» Recalving Frings Banafits: Cives O Mo
& Job Caversd by Unsmployment Compengation:  (Tiyee O g
15 this conaldarad None Selectad v
Mon-Traditicnal Employment?
15 this canalderad Training Related Employmant? [hone Sslectsd w
/‘y

oo




Los Angeles Community and Senior Services 2016

f. Staff Information

Complete the Staff Information section with the current case manager’s
information. You may assign or remove case managers for the participant
by clicking the “Assign Case Manager” or “Remove Case Manager
Assignment” buttons. Case Notes can also be added by clicking the “Add
a new Case Note” button. When finished with this section and all other
sections, click the Save button to finish the Closure.

Staff Information

P [ Add a new Case Note | Show Filter Criteria ]
] Create Date Subject Action

No data found.

Current Case Manager: Case currently Mot Assigned to a Case Manager
———» Assign Case Manager
Assign Me

——— > Remove Case Manager Assignment

— XX



